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OHIO. THE MATERIAL WAS DEVELOPED BY A COMMITTEE OF TEACHERS 
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STATE VOCATIONAL-TECHNICAL I TRADE SCHOOLS of LOUISIANA 

BUSINESS TRAINING COURSE (/ 



VULL- KEYBOAtD 



r' 




ADDING-LISTING MACHINE 

■f- 



JOB No. 1 



Reference: FULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27 j Ohio. 



' 



I 



JOB TITLE: ADDITION Zeros; One- and Two-Digit Numbers 



INTRODUCTION: | 

— — I 

y 

The student should possess a high degree of ability in operating | 
the full -keyboard adding machine when this course is completed. The j 
operating techniques learned will also be useful in operating the j 

various bookkeeping and posting machines using this type of keyboard. { 

In the first Job, you will learn the various operating parts and | 

keys on your machine, and how to add zeros, one-and two-digit numbers. • | 

PROCEDURES : ' I 

I 

1. Find a picture of the machine which you are using on pages 

V to vll, and identify the various operating keys. j 

2. Read page vlll and note correct position at the machine as j 

shown in the illustration. I 

3. Read and study text material, pages 1 to 4 . i 

f ■ i 

4 . Work problems 1 to 20 on pages 3 and 4 . Record your answers 

on the reverse side of this Job sheet. DO NOT WRITE IN ? 

THE TEXTBOOK OR TEAR OUT PAGES. j 

i 

5. Re-work the 20 problems checking the answers obtained the j 

first time you worked them. If the second working gives | 

a different answer work the problem a third time and record | 

the answer which proves to be correct. I 

^ I 

U.S. DEPARTMENT OF HEALTH, EDUCATION & WELFARE j 

OFFICE OF EDUCATION j 



THIS DOCUMENT HAS BEEN REPRODUCED EXACTLY AS RECEIVED FROM THE 
PERSON OR ORGANIZATION ORIGINATING IT. POINTS OF VIEW OR OPINIONS 
STATED DO NOT NECESSARILY REPRESENT OFFICIAL OFFICE OF EDUCATION 
POSITION OR POLICY. 




Full-Keyboard Adding Machine Job No. 1 



NAME_ 

1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 

9. 

10 . 



DATE 



TIME REQUIRED 



11 . 

12 . 

13. 

14. 

15 . 

16 . 

17. 

18. 

19. 

20 . 
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STATE VOCATIONAL-TECHNICAL I TRADE SCHOOLS of LOUISIANA 

BUSINESS TRAINING COURSE 



PULL- KEYBOARD ADDING-LISTING MACHINE 

JOB No. 2 



Reference: FULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27. Ohio. 



JOB TITLE: ADDITION - Three-Digit Numbers 

INTRODUCTION: 



^ Always remember to depress keys for as many digits as possible 
simultaneously. This procedure may seem to be more time consuming 

at first, but after some practice will add greatly to your speed and 
accuracy. j;- 



PROCEDURES: 



1 . 

2 . 



3 . 



4 . 



5 . 



Read textbook material on pages 5 to 7 . 



Work problems 1 to 22 on pages 5 to 7 , and record your 
answers on the reverse side of this job sheet. 



Complete Timed Drill on page 8 , carefully following the 
instructions on page 8 , except that you will write the 

answers on the reverse side of this job sheet Instead of 
in the book. 



Repeat timed drill If time permits. 
Turn in job sheet to your Instructor. 
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SI»II VOC»TIOHU-ItCHMIC»l I I«»DE SCHOOLS of IOOISI»H» OULL- KtYBOAHD AOOINO-IISTINO MACHINE 

BUSINESS TRAINING COURSE ** **• 3 



Reference : 



FULL-KEYBOARD ADDING -LISTING MACHINE COURSE, 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27 ^ Ohio. 



JOB TITLE: ADDITION Four-, Five-, and Six-Digit Numbers; 

Non -Add Key 



INTRODUCTION : 

This job teaches the best methods for indexing four, five, and 
six-digit numbers. Larger numbers will give no trouble if they are 
split tp into convenient two digit groups for indexing on the • 
machine keyboard. 



PROCEDURES : 



Complete Warm-Up Drill "A” on page 10. follow the instruc- 
tions given for the warm-up drill except that you will record 
your answers and number of digits in the space provided on 

this Job sheet. 



2. Read Textbook material on page 9 and complete problems 1 to 
15 on pages 9 and 10. 

3. Read Textbook material on pages 11 and 12. 

4. Complete problems l6 to 27 on pages 11 and 12. 

5. Do Timed Drill, problems 1 to 4 in the usual manner following 
the Instructions on page 8. 



ANSWERS 

WARM-UP DRILL "A", PAGE 10 
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1. 

2 . 

3. 

4. 

5. 

6 . 



NO. OF ERRORS 

MO. OF DIGITS 

NO. OF DIGITS PER MIN. 
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1 . 



2. 

3. 

4 . 



5. 



6 . 



7. 

8 . 

9. 

10 . 

11 . 

12 . 

13. 



Full -Keyboard Adding Machine Job No. ^ 

NAME DATE_ ^TIME REQUIRED_ 



1 . 

2 . 

3. 



4 . 



14 . 

15. 

16. 

17. 

18. 

19. ' 

20 . 
21 . 
22 . 

23. 

24 . 

,25. 

26. 

27. 



TIMED DRILL 
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lUTt »OMtlOllH-IECII«!CU I TIWE SCHOOLS «t lOOISlOH* fOLl- Ktr»OA «0 AOOINO-IISTIN© MACHINE 

BUSINESS TRAINING COURSE «» No. 4 

Reference: FULL-RKYBOARD ADDING-LISTING .MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27 j Ohio. 

JOB TITLE: SUBTRACTION AND CORRECTION OP ERRORS 

INTRODUCTION : 

This Job introduces the use of the (-) minus key. 

PROCEDURES : 

1. Complete Warm-Up Drill "A" on page 10 in the usual manner. 

2. Read textbook instructions on pages 13 and l4 and work 
problems 1 to 30 . 

3. Read instructions on page 15 and work problems 31 "to 44. 

4. Work timed drill problems 1 to 20 in usual manner. 
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1 . 

2 . 

3. 

4. 

5. 

6 . 



ANSWERS 

WARM-UP DRILL "A" 



NO. OP ERRORS 

NO. OP DIGITS 

NO. OP DIGITS PER MIN. 
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Full -Keyboard Adding Machine Job No ♦ 4 ] 

NAME D ATE TIME REQUIRED 1 

I 



1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 

9. 

10 . 

11 . 

12 . 

13. 

14. 

15. 

1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 

9. 

10 . 



16. 


31. 


17. • 


32. 


18. 


33. 


o^ 
1 — 1 


34. 


20. 


35. 


21. 


36. 


22. 


37. 


23. 


- 38. 


24. 


39. 


25. 


40. 


26. 


41. 


27. 


42. 


28. 


43. 


29. 


44. 


30. 


TIMED DRILL 



11 . 

12 . 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20 . 
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STATE VOCATIONAL-TECHNICAL t TRADE SCHOOLS of LOUISIANA VULL- KEYBOARD ADDING-LISTING MACHINE 

BUSINESS TRAINING COURSE^ JOB No. 5 



Reference: FULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark-, South-Western Publishing 
Company, Cincinnati 27, Ohio. 



INTRODUCTION; 



JOB* TITLE : 



SPEED DRILL-ADDITION , 

'i 

■1 



This Job Is designed to Increase your speed and accuracy In 
operating the full keyboard addlng-llstlng machine. 

PROCEDURES : 



1. Complete the 28 problems writing the answers In the blanks 
provided on the back of this Job sheet. 

2. Work the problems again, checking the -first answers. If 
the answer does not agree with the first answer, write the 
second answer In the second blank. Record your time. 

3. Repeat the drill a third time If you have sufficient time. 

4. Do the Three-Minute Checkup on page 20 and record the 
results. Follow Instructions In textbook' on page 20. 






Full -Keyboard Adding Machine Job No. 5_ 

name date TIME REQUIRED_ 



1. ___^_ 

2. 

3. 

4. 

5 . _____ 

6 . 

7 . 

8 . 

9. 

10. 

11. 

12. 

13. 

14. 

3 -Minute 

25 . 

26. 

27. 

28. 



15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. ____ 

23. 

24. 

25. 

26. 

27. 

28. 

Checkup Results 

No. of Problems Completed 

Gross Digits 

Gross Digits Per Min. 

No. of Correct Answers 

Net Digits 

Net Digits per Min. 
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SUIE VOOTIONU-TECHNICU 1 TMOE ECHOOIS at 10 I/ISIM> full- KtY»OA «0 AOOINO-ll STING MACHINE 

! BUSINESS TRAINIitiG COURSE '•* ^ 

i 

! Reference: FULL -KEYBOARD ADDING -LI STING MACHINE COURSE, Third 

^ Edition, Agnew and Pasewark, South-Western Publishing 

i Company, Cincinnati 27 j Ohio. 

I JOB TITLE: REPEAT ADDITION 



I 



INTRODUCTION : 

When several successive amounts In a column are the same or 
very similar, time can be saved by use of the repeat key. 

PROCEDURES : 

1. Complete Warm-Up Drill "A”, page 10. 

2. Read text material, pages 21 and 22, work problems 1 to 
10 and record anwers on the reverse side of this job 
sheet . 

3. Read text material, page 22, work problems 11 to 20 and 
record answers. 

4. Read text material, page 23 j work problems 21 to 3^- 
Record answers. 

5 . Read suggestions to Improve your work on page 24, and 
complete Timed Drill In the usual manner. 

ANSWERS 

WARM-UP DRILL **A” , PAGE 10 

1 . 

2 . ■ 

3 . , 

4. 

5 . 

6 . ■ 



NO. OF' ERRORS 

NO. OF DIGITS 

NO. OF DIGITS PER MIN. 
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Full -Keyboard Adding Machine Job No. 6 

name date ^TIME REQUIRED 







1. 


00 
1 — I 


2. 


19. 


3. 


20. 


4. 


21. 


5.' 


22. 


6. 


23. 


7. 


24. 


00 

• 


25. 


9. 


26. 



1 



3 

•'li 

I 



j 

I 

I 

I 

A 



1 

I 

*1 



10 . 

11 . 



27. 

28. 



12 . 



29. 



.jj 



13. 



30. 



14. 



31. 



15. 


32. 


16. 


33. 


17. 


34. 




TIMED DRILL 


1. 


6. 


2. 


7. 


3. 


8. 


4. 


9. 


5. 


10. 



No. of problems worked In 10 minutes 
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STATE VOCATIONAL-TECHNICAL I TIADE SCHOOLS of LOUISIANA 

BUSINESS TRAINING COURSE 



PULL- KEYBOAtD ADDING-LISTING MACHINE 

JOB No. 7 



Reference: PULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27j Ohio. 



JOB TITLE: MULTIPLICATION 



INTRODUCTION: 



Multiplication is accomplished on the full-keyboard adding 
by using repeated addition. 



PROCEDURES : 



1. Complete Warm-Up Drlir "A", page 10 and record results in 
the usual manner. 



2 . 



Read instructions on page 25 of textbook and work problems 
1 to 5. 



3 . 

4 . 

5 . 



Read instructions on page 26 and work problems 6 to 25. 
Read instructions on page 27 and work problems 26 to 35 • 
Work Timed Drill problems, page 28 in usual manner. 



"ANSWERS 

WARM-UP DRILL "A", PAGE 10 



1 . 



2 . 

3 . 

4 . 

5 . 

6 . 



NO. OP ERRORS 



NO. OP DIGITS 



NO. OP DIGITS PER MIN. 
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v> NT^#*t|\ ” ? ^ ? r- .• 



n 



er|c 



1 . 

2 . 

3. 

4. 

5 . 

6 . 

7. 

8 . 

9. 

10 . 

11 . 

12 . 

13. 

14. 

15. 

16. 

17. 



1 . 

2 . 

3. 

4 

5 



Pull -Keyboard Adding Machine Job No. 7_ 

I\j_/^]\/IE DATE ^TIME REQUIRED_ 



18. 

19. 

20 . 
21 . 



22 . 

23. 

24. 



25. 

26. 

27. 

28. 



29. 

30. 

31. 



32. 



33. 

34. 



TIMED DRILL 



6 . 



7. 

8 . 

9. 

10 . 



11 . 



12 . 

13. 

14. 

15. 



No. of problems worked In 10 mlnutes_ 
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sun voc»iraN»i-nc«iiic»i s tmm schools •( looisiM* 
BUSINESS TRAINING COURSE 



fULL“ KiVSOAtO ADDING-LISTING MACHINE 

JOB Ho. 8 



Reference : 



PULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 
Edition, Agnew and^Pasewark, South-Western Puhlishl g 
Company, Cincinnati 27 j Ohio. 



JOB TITLE : SUBTOTAL AND CROSSPOOTING 



INTRODUCTION : 



The Subtotal key Is used to print the accumulated total In the 
register without clearing the machine. 



W-L ^ ^ 

crossfooting means adding columns of figures -horizontally Instead 
of vertically. 



PROCEDURES : 

1. Complete Warm-Up Drill "b", page 30- 



2. Read textbook Instructions on page 29 and complete problems 

1 to 5- 



3. Read textbook Instructions on pages 30 and 31 and complete 
problems 6 to 39* 



4 Read tips on how to Improve your work on page 32 and complete 
the Timed Drill in the usual manner. 



ANSWERS 

1aTAT?M-TTP DRILL "B”, page 30 



1 . 



6 . 



2 . 

3. 

4. 



5. 



7. 

8 . 

9. 

10 . 



NO. OP ERRORS, 



NO. OP DIGITS, 



DIGITS PER MINUTE, 
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Pull -Keyboard Adding Machine Job No. 8 



DATE ^TIME REQUIRED 



S. 

S. 

S. 

S. 

5. 

6 . 

7 . 

8 . 

9 . 

10 . 

11 . 

12 . 

13 . 

14 . 

15 . 

16. 

17 . 



S. 

s. 

s. 

s. 

s. 

18. 

19 . 

20 . 
21 . 
22 . 

23 . 

24 . 

25 . 

26. 

27 . 

28. 

29 . 

30 . 

31 . 

32 . 

33 . 

34 . 



1 . 

2 . ; 

3 . 

4 . 

5 . 

TIMED DRILL 

1 . 



2 . 

3 . 

ft 

4 . 

5 . 

6 . 

7 . 

8 . 

9 . 

10 . 
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STATE VOCATIONAL-TECNNICAL I TIABE SCHOOLS if LOUISIANA 

BUSINESS TRAINING COURSE 



FULL- KEYtOAID ADDING-LISTING MACHINE 

No. 9 



Reference : 



PULL-KEYBOARD ADDING -LI STING MACHINE COURSE, Third 
Edition, Agnew and Pasewark, South-Western Puhllstilng' 
Company, Cincinnati 27, Ohio. 



JOB TITLE: SPEED DRILL - ADDITION 



INTRODUCTION: 



This job Is designed to Improve your speed and accuracy In 
operating the full keyboard adding -11 sting machine. 



PROCEDURES : 



1 . 

2 . 



Complete the 28 problems writing the answers In the blanks 
provided on the back of this job sheet. 



Work the problems again, checking the first answers. If 
the answer does not agree with the first answer, write the 
second answer In the second blank. Record your time. 



3. 

4. 



Repeat the drill a third time If you have sufficient time. 



Do the Three -Minute Checkup on page 36 and record the 
results. Follow Instructions In textbook on page 36. 



G 
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Pull -Keyboard Adding Machine Job No. 9 . 

■ D ATE__ TIME REQUIRED^ 



1 . 

2 . 

3 . 

4 . 

5 . 

6 . 

7 . 

8 . 

9 -. 

10 . 

11 . 

12 . 

13 . 

14 . 

25 . 

26. 

27 . 

28. 



15 . 

16. 

17 . 

18. 

19 . 

20 . 

21 . 

22 . 

23 . 

24 . 

25 . 

26. 

27 . 

28. 



g-Mlnute Checkup Results 



No. of problems completed_ 
Gross Digits 



Gross Digits per Min. 



No. of Correct Answers^ 
Net Digits 



Net Digits per Min. 
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STATE VOCATIONAL-TECNNICAL I TIAOE SCHOOLS if LOUISiANA 

BUSINESS TRAINING COURSE 



fUlL- 



ADDING-LISTING AAACHINE 

m Ni. 10 



Reference : 



PULL-KEYBOARD ADDING -LI STING MACHINE COURSE, Third 
Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 2J, Ohio. 



JOB TITLE: TEST NO. 1 



INTRODUCTION: 



This test requires the application of operating principles 
in jobs No. 1 to 9, inclusive. 



PROCEDURES : 



1 . 

2. 



3 . 



Obtain Test No. 1 from your instructor. 



Work problems 1 to 35 and record answers on the reverse 
side of this Job sheet. DO NOT WRITE ON THE TEST PAPER. 



Be sure to fill in the "TIPIE REQUIRED" blank on the 
reverse side of this sheet. 
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Full-Keyboard Adding Machine Job No. 10 



NAME 


DATE 


TIME REQUIRED 


1. 


16 . 


(S). 


2. 


17. 


31. 


3. 


18 . 


(s). 


4. 


o^ 

1 — I 

1 


(s). 


5. 


20. 


32. 


6. 


21. 


(s). 


7. 


22. 


(s). 


8. 


23. 


(S).. 


9. 


24. 


33. 


10. 


25. 


(S). 


11. 


26 . 


(s). 


12. 


27. 


34. 


13. 


28 . 


(S). 


14. 


29. 


(S). 


15. 


30. 


35. 
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$I»IE mCHIOHH-IECHMICU » TMDE SCHOOLS of LOOISUH* fOU- ItITiOAHO AOOINO-USTING MACHINE 

BUSINESS TRAINING COURSE ** 

Reference: PULL-KEYBOARD ADDING-LISTING MACHINE COURSE, Third _ 

Edition, Agnew and Pasewark, South-Western Publishing 
Company j Cincinnati 27^ Ohio. 

JOB TITLE: PERCENTAGES, DECIMALS, AND FRACTIONS 



INTRODUCTION : 

Poncontagos ano tho samo as multiplication of doclmals. 

Remember that when the percent sign (^) Is dropped, the decimal 
must be moved two places to the left. 

I 

PROCEDURES : 

1. Complete Warm-Up Drill on page 30. Compute digits 

and record results In the usual manner. 

2. Read textbook material on page 37 and work problems 1 to 
15. 

3. Read textbook material on page 38 and work problems I 6 to 38 

4. Read textbook material on page 39 and work problems 31 1-0 ^8 

5 . Read tips on how ”T0 IMPROVE YOUR WORK” on page 40 and do 

Timed Drill In the usual manner recording the number of 
problems worked In 10 minutes. 

ANSWERS " 

WARM-UP DRILL ”B” , PAGE 30 



2 . 7. 



4. 9 . 



_ 10 . 

NO . OF ERRORS 

NO. OF DIGITS 

DIGITS PER MIN. 









Pull-Keyboard Adding Machine Job No. ii 


NAME 


DATE 


TIME REQUIRED 


1. . 


l6. 


31. 


2. 


17. 


32. 


3. 


18 . 


33. 


4. 


19. 


34. 


5. 


20. 


35. 


6. 


21. 


36. 


7. 


22. 


37. 


8. 


23. 


38. 


9. 


24. 


39. 


10. 


25. 


40. 


11. 


26 . 


41. 


• 

OJ 
1 — I 


27. 


42. 


CO 
1 — I 


28 . 


43. 


H 

4^ 

• 

1 


29. 


44. 


15. 


30. 


45. 






46. 




TIMED DRILL 




1. 


6. 


11. 


2. 


7. 


12. 


3. 


8. 


13. 


4. 


9. 


l4. 


5. 


10. 


15. 



No. of problems worked in 10 minutes 
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STATE VOCATIONAL-TECHNICAL t TRADE SCHOOLS of LOUISIANA 

BUSINESS TRAINING COURSE 



PULL- KEYBOARD ADDING-LISTING MACHINE 

No. 12 



Reference: FULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27, Ohio. 

JOB TITLE: FIXED DECIMAL POINT 

INTRODUCTION : 

When the number of decimal places varies In arithmetical 
problems, time and effort frequently can be saved by using a fixed 
decimal point. 

PROCEDURES : 

1. Complete Warm-Up Drill on page 30 In the usual manner. 

2. Read textbook Instructions on page 4l and work problems 

I to 10. 

3. Read textbook Instructions on page 42 and work problems 

II to 42. 

4. Read textbook Instructions on page 43 and work problems 
31 to 50. 

5. Read suggestions entitled "TO IMPROVE YOUR ''WORK" on 
page 44 and complete Timed Drill In the usual manner. 

ANSWERS 

WARM-UP DRILL "B", PAGE 30 



1 . 

2 . 

3. 

4. 

5. 






_____ 6 . 

7. 

8 . 

9. 

10 . 

NO. OF ERRORS^ 

NO. OF DIGITS_ 

DIGITS PER MIN. 


































Pull-Keyboard Adding Machine Job No. 12 



NAME 


DATE 


TIME REQUIRED 




1. 


17. 


34. 




2. 


18. 


35. 




3. 


19. 


36 . 




4. 


20. 


37 . 




5. 


21. 


38 . 




6. 


22. 


39 . 




7. 


23. 


4o. 




8. 


24. 


41. 




9. 


25. 


42. 




10. 


26 . 


43 . 




11. 


27. 


44. 




12. 


28 . 


45 . 




13. 


29. 


46. 




14. 


30. 


47. 




15. 


31. 


• 

■ CO 

1 




16. 


32. 


4q. 






33. 


50 . 




1. 


TIMED DRILL 

6. 


11. 




2. 


7. 


12. 




3. 


8. 


13 . 




4. 


9. 


14. 




5. 


10. 


15 . 




No. of problems worked 


In 10 minutes 
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STATE VOCATIONAL-TECHNICAL I TRADE SCHOOLS of LOUISIANA FULL- KtYBOANO AOOING-LI5TINO MACHINE 

BUSINESS TRAINING COURSE <* •<• 13 

Reference: FULL-KEYBOARD ADDING-LISTING MACHINE COURSE, Third ^ 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 2J , Ohio. 

JOB TITLE: MULTIPLICATION, Short Cut Method 

INTRODUCTION : 

Multiplication by the short cut method combines repeated 
addition and repeated subtraction. It is used to reduce the number 
of machine operations in completing multiplication problems when 
digits 6, 7, 8, or 9 appear in the multiplier. 

PROCEDURES : 

1. Complete Warm-Up Drill ”C” on page 46. Record results on 
this Job sheet in the spaces provided. 

2. Study textbook material on page 45 and 46 and work problems 
1 to 15 . 

3. Read instructions on page 4? and work problems l6 to 28. 

4. Read instructions on page 48 and work problems 29 to 32. 

5. Complete Timed Drill, problems 1 to 10 on page 48 and 

record results in the usual manner. 



ANSWERS 

WARM-UP DRILL "C", PAGE 46 




NO. OP ERRORS 

NO. OP DIGITS__ 
DIGITS PER MIN. 
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Full-Keyboard Adding 


Machine Job No. 13 


NAIVE 


DATE 


TIME REQUIRED 


1. 


11. 


21. 


2. 


12. 


22. 


3 . 


13 . 


23 . 


4. 


14. 


24. 


5 . 


15 . 


25 . 


6. 


16 . 


i 

26 . 


7. 


17 . 


27 . 


8. 


18 . 


28 . 


9 . 


19 . 


29 , 


10. 


20. 


30 . 






31 . 






32. 




TIIVED DRILL 


1. 


4. 


7. 


2. 


5 . 


8. 


3 . 


6. 


9. 






10. 


No. of 


problems worked In 10 


minutes 
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$T«IE VOMTIONill-TECHNICU ( TIME SCHOOLS of LOUISMNO 

BUSINESS TRAINING COURSE 



full- KEYBOARD ADDING-LISTING MACHINE 

JOB No. l 4 



Reference: PULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-VTestern Publishing 
Company, Cincinnati 27, Ohio. 



JOB TITLE: DISCOUNT AND NET AMOUNT 



INTRODUCTION: 



, Important that the student learn, as early as possible 
In his training, the definitions for the terms on page ' 49 Once 

a thorough understanding of the terms Is gained, the computation 
becomes simple. 



PROCEDURES : 



1 . 



Complete Warm-Up Drill ”C" on page 46 . Compute digits 
and record results In the usual manner.. 



2 . 



Study textbook materials on page 49 and work problems 1 
to 10. Ask your Instructor about any definition or 
procedure that you do not understand. 



3 . 



Read textbook Instructions on page 50 and work problems 
11 to 15. 



4 . 



Read textbook instructions on page 51 and work problems 
16 to 22. 



5. Read suggestions on how to Improve your work on page 52 
and complete Timed Drill In the usual manner. 



ANSWERS 
WARM-UP DRILL "C’V 



PAGE 46 



1 . 



4 . 



2 . 



3. 



5 

6 



NO. OF ERRORS 



NO. OF DIGITS 



DIGITS PER MIN. 

















Eull-Kevboard Addlnp: Machine Job No. l4 


NAME 


DATE 




TIME REQUIRED 


1. 


11. 


(a) 


16 . 


2. 


11. 


(b) 


17. 


3. 


12 . 


(a) 


18 . 


4. 


12. 


(b) 


19. 


5. 


13. 


(a) 


20. 


6. 


13. 


(b) 


21. 


7. 


14. 


(a) 


22. 


8. 


14. 


(b) 




9. 


15. 


(a) 




10. 


15. 


(b) 





TIIVED DRILL 



1. 


11. 


(a) 


(b) . 


2. 


12. 


(a) 


M . 


3. 


13. 


(a) 


(b) . 


4. 


14. 


(a) 


M _ 


5. 


15. 


(a) 


(b) . 



6 . 

7. 

8 . 

9. 



10 . 



No. of problems worked in 10 minutes 




















STATE VOCATIOIAL-TECHHICAl I TMOE SCHOOLS of LOUISIANA FULL- KfYBOAtO AOOING-LISTINO MACHINE 

BUSINESS TRAINING COURSE JW Mo. 15 

Reference: PULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27j Ohio. 

JOB TITLE: SPEED DRILL - ADDITION 

INTRODUCTION : 

This Job Is designed to Improve your speed and accuracy In 

operating the full keyboard addlng-llstlng machine. 

PROCEDURES : 

1. Complete the 28 problems writing the answers In the blanks 
provided on the back of this Job sheet. 

2. Work the problems again, checking the first answers. If 
the answer does not agree with the first answer, write the 
second answer In the second blank. Record your time. 

3. Repeat the drill a third time If you have sufficient time. 

4. Do the Three-Minute Checkup on page 36 and record the 
results. Follow Instructions In textbook on page 53- 



o 
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Pull -Keyboard Adding IVlachlne Job No . 13 

TIME REQUIRED 





NAME 


DATE 






1. 




15. 




2. 




16 . 


1 


3. 




17. 


j 

1 


4. 




18 . 


t 

f 


5. 




19. 


1 

1 


6. 




20. 


f 

r- 


7. 




21. 


1 


8. 




22. 


1 

1 

s 


9. 




23. 


1 

j' 


10. 




24, 


1 

\ 


,11. 


* 


25. 


1 


12. 




26 . 


\ 


13. 




27. 




14. 




ro 

00 

• 


1 


3-Mlnute 


Checkup Results 




f, 

1 

I 


25. 






k-. 


26 . 






1 


27. 






1 

1 


28 . 







ERIC 



No. of problems completed 
Gross Digits 



Gross Digits per Min. 



No. of Correct Answers 
Net Digit s_ 



Net Digits per Min 
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STATE VOCATIONAL-TECHNICAL I TRADE SCHOOLS of LOUISIANA full- K fYBOARD ADDING-LISTING MACHINE 

BUSINESS TRAINING COURSE JOB No. i6 

Rererence: PULL-KEYBOARD ADDING -LI STING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27, Ohio. 

JOB TITLE: DIVISION - Decimals in Dividend and Divisor 

INTRODUCTION : 

The full keyboard adding listing machine is not designed for 
division, however, division problems can be worked by multiplying 
the dividend by the reciprocal of the divisor. 

PROCEDURES : 

1» Complete Warm-Up Drill ”C”, page 46. 

2. Read and study textbook instructions on pages 57 and 58. 
Discuss with Instructor if there is anything you do not 
thoroughly understand. Work problems 1 to 15. 

3. Read textbook instructions on page 59 and work problems 

16 to 25. 

4. Complete Timed Drill, problems 1 to I5 in usual manner. 

ANSWERS 

WARM-UP DRILL "C”, PAGE 46 

1. 4. ____ ____ 

2. ^ 5. 



3. 6 . 

NO. OP ERRORS__ 
NO. OP DIGITS__ 
DIGITS PER MIN. 



G 

ERIC 
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Pull-Keyboard Adding Machine Job No. l6 



NAME 


DATE TIME REO.UTRED 


1. 


9. 


17. 


2. 


10. 


18. 


3. 


11. 


19. 


4. 


12. 


.20. 


5. 


13. 


21. 


6. 


14. 


22. 


7. 


15. 


23. 


8. 


16 . 


24. 




• 


25. 




TIMED DRILL 




1. 


6. 


11. 


2. 


7. 


12. 


3. 


8. 


13. 


4. 


9. 


14. 


5. 


10. 


15. 



No. of problems worked In 10 minutes 



er|c 












STATE VOCATIONAL-TECHNICAL I TRADE SCHOOLS of LOUISIANA FULL- KEYBOARD ADDING-LISTING MACHINE 

BUSINESS TRAINING COURSE «» Ho. 17 

Reference: FULL-KEYBOARD ADDING -LI STING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 2Y , Ohio. 

JOB TITLE: CREDIT BALANCES 



INTRODUCTION : 

Credit balance on the adding machine means that the sum of the 
subtracted Items Is greater than the sum of the added Items. Some 
machines print a true credit balance; other print the compliment 
of the answer which can easily be converted as shown on page 6 l of 
your textbook. 

PROCEDURES : 

1. Complete Warm-Up Drill "C" on page 46. Compute digits and 
record results In the usual manner. 

2. Read textbook, pages 6 l and 62 and work problems 1 to 20. 

3. Read textbook page 63 and work problems 21 to 26. 

4. Complete Timed Drill, problems 1 to 15 on page 64 In the 
usual manner . 



ANSWERS 

WARM-UP DRILL "C”, PAGE 46 



• 

1 — 1 


4. 


2. 


5 . 




6 . 

NO. OF ERR0RS__ 
NO. OF DIGITS__ 
DIGITS PER MIN. 













NAME 



Pull-Keyboard Adding Machine Job No . 17 

DATE ^TIME REQUIRED 



1. 


9. 


18 . 


2. 


10. 


19. 


3 • 


11. 


20. 


4. 


12. 


21. 


h.- 


13. 


22. 


6.' 


14. 


23. 


7. 


15. 


24. 


8. 


16 . 


25. 




17. 


26 . 



TIMED DRILL 



1. 


6. 


11. 


2. 


7. 


12. 


3. 


8. 


13. 


4. 


9. 


14. 


5. 


10. 


15. 



Number >of problems worked In 10 minutes 



i' 

i 






1 



O 
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STATE VOCATIONAL'TECHNICAL t TRADE SCHOOLS of LOUISIANA FULL* KEYBOARD ADDING*LI$TING MACHINE 

BUSINESS TRAINING COURSE JOB No. i8 

Reference: PULL-KEYBOARD ADDING -LISTING MACHINE COURSE, Third 

Edition, Agnew and Pasewark, South-Western Publishing 
Company, Cincinnati 27, Ohio. 

JOB TITLE: BUSINESS FORMS 



INTRODUCTION : 

The ^business forms learned in this assignment are the bank 
reconciliation, dally cash report, and monthly statement of account 
These forms are fairly standard In business. 

PROCEDURES : 

1. Complete Warm-Up Drill "c" page 46. Compute digits and 
record results in the usual manner. 

2. Study textbook material on pages 65 and 66 and work 
problems 1 to 21. 

3. Study textbook material on page 67 and work problems 
22 to 49. 

4. Study textbook material on page 68 and work problems 
50 to 60. 



1 . 

2 . 

3. 



ANSWERS 

WARM-UP DRILL "C", PAGE 46 
_ 4. 

_ 5. 

6 . 

NO. OF ERRORS 

NO. OP DIGITS 

DIGITS PER MIN. 



ERJC . « 









Full-Keyboard Adding Machine Job No. l8 



NAME 


DATE 


TIME REQUIRED 


1. 


21. 


41. 


2. 


22. 


42. 


3. 


23. 


43. 


4. 


24. 


44. 


5. 


25. 


45. 


6. 


26. 


46. 


7. 


27. 


47. 


8. 


28. 


48. 


9. 


29. 


49. 


10. 


30. 


50. 


11. 


31. 


51. 


12. 


32. 


52 . 


13. 


33. 


53. 


14. 


34. 


54. 


15. 


35. 


55. 


16. 


36. 


56. 


17. 


37. 


57. 


18. 


38. 


58. 


19. 


39. 


59. 


20. 


40. 


60. 
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STATE VOMTIONAl-TECHNIUl I TIADE SMOOIS of LOUISfAAA foil- KErsOAAD ADDING-ll STING MACHINE 

BUSINESS TRAINING COURSE jOB m,. ig 

Reference: PULL-KEYBOARD ADDING-LISTING MACHINE COURSE, Third 

Edition^ Agnew and Pasewark^ South-Western Puhllshlnp: 
Company, Cincinnati 27 , Ohio. 

JOB TITLE: SPEED DRILL - ADDITION 

INTRODUCTION: 



Thl s j oh 
operatli^ the 

PROCEDUMS : 



Is designed to Improve your speed and accuracy In 
full keyboard addlng-llstlng machine. 



1. Complete the l6 problems writing the answers In the blanks 
provided on the back of this job sheet. 

2. Work the problems again, checking the first answer. If 
the answer does not agree with the first answer, write 
the second answer In the second blank. Record your 
time . 

3. Repeat the drill a third time If you have sufficient time. 

4. Do the Three-Minute Checkup on page 72 and record the 
results. Follow Instructions In textbook on page 72. 



o 

ERIC 
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NAME_ 

1 . 



4. 

5. 

6 . 

7. 

8 . 



Full -Keyboard Adding Machine Job No . 19 

DATE ^TIME REQUIRED 



9. 

10 . 

11 . 

12 . 

13. 

14. 

15. 

16. 



3“Mlnute Checkup Results 



13. 

14. 

15. 

16 . 



No. of problems completed 

Gross Digits 

Gross Digits per Min. 

No. of Correct Answers 

Net Digits 

Net Digits per Min. 




1 
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STATE VOCATIONAL-TECHNICAL I TRADE SCHOOLS of LOUISIANA 



PULL- KEYBOARD ADDING-LISTING MACHINE 







BUSINESS TRAINING COURSE iOB Ho. 20 

R0f‘0X’0nc6 : PULL -KEYBOARD ADDING -LI STING MACHINE COURSE^ Thli’d 

Edition^ Agnew and Pasewark^ South-Western Publishing 
Company^ Cincinnati 27^ Ohio. 

JOB TITLE: TEST NO. 2 



INTRODUCTION : 

This test requires the application of operating principles in 
Jobs 11 to 19 j Inclusive. 

PROCEDURES : 

1. Obtain Test No. 2 from your instructor. 

2. Work test problems and record the answers on this Job 
DO NOT WRITE ON THE TEST PAPER. 

3. Be sure to fill in the ’’TIME REQUIRED” blank on the 
reverse side of this sheet. 

^ANSWERS 



1. 


9. 


19. 


2. 


10. 


20. 


on 


11. 


21. 


4. 


12. 


22. 


5. ■ 


13. 


23. 


6. 


• 14. 


24. 


7. 


15. 


25. 


CO 


16. 





o 
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17. 

18. 
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